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on February ae 1944, Director M. Le ou een announced to the. State 


g 10h our. ‘courses. ‘in job. methods, “job. instuotion,: “and job relations 
Lt "Fhe Labor. Utilization Division was’ asked to guide the activity as 
oi with the Federal Extension stafr, in cooperation with all divisions 


i 


The “emphasis in this project was on "work improvement." The principles: 


sical vapeeshar courses. They Gere designed for busy people who must get 
of thety perenne improvement "on the jobe™ 


BEA Mile have a Medeor than usual turn-over of personnel, 
_ which means a constant breaking in of new employees. . We 
_ have a bigger job'to be done with a smaller staff to do it, 
— which means improving our wey of doing each job. There real 
greater stress and strain on everybody, which means more - 
aac in human relations. We are working with a larger 
number fei local leaders, which means more people to train 


ae) 


“the work included: making arrangements for-the, courses, atta. 
to instructors, .keeping records of those trained, and serving as 
th. the Office of Personnel on the Department's Wonetlibroy sab dt 
The. Job training courses fit in with, and ee oa the other 


Beyemal persons on the Federal Extension staff te the. treining 
institutes and qualified themselves for giving the 10-hour courses, . 
the 5-year period 1943- 47, representatives from the Federal office CC 
63 appreciation sessions, 111 ten-hour courses, and 11 institutes (ta 
A tetal of 1,349 persons were eertified as satisfactorily: completing | 
10-hour courses and 147 persons were: certified as trainers upon complet 
of JMT institutes. 
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NOTE: Appr. = appreciation session; do- -hr, = 10- hour ‘course; 
St Institute. re ee es 


Asssistance was given to 42 States, Puerto.Rico,. ‘and. Hawaii. 
the courses were confined to members of the State staff, However, 
States training was elso given to county personnel by a ‘representa 
the Federal staff. This is indicated by the number of courses given. 


Job inet taction Job relations 
Appr. 10-hr, Appr. 10-hr. | 


Laas ess 
Training Institutes 


The purpose of a 10-hour course is to improve the work of those taking 

it and to encourage at least some members. of each. group to prepare themselves 
for giving similar instruction to others. Special preparation, in the form e 
of an institute, is essential for conducting the 10-hour courses, In general, q 
it wes ee policy to assist the States in getting the necessary mistitete training f 
Pron ivatable sources, rather than to give it ourselves, ; é 


In the beginning a number of the States turned to the regional offices 
of Training within Industry of the War Manpower Commission for assistance, and 
in most. cases got the help they requested. No attempt has been made to obtain 
information from the States on the number of instructors trained in this way. 
However, we know that it has been substantial in several States, particularly 
those served by the Minneapolis office.. Assistance from T. W. I: was always 
limited: because their facilities were pledged to serve industry first. 


The Civil Service Commission conducted institutes in Washington, D. Cs. 
Most of the Federal staff received their training from this source, and several 
of the nearby States sent in representatives. The Civil Service Commission 
also expanded its service to include training in the field, and some of the 
States took advantage of the assistance given by the 13 regional training 
consultants. 


When the Office of Personnel of the Department of Agriculture began 
conducting regional. institutes in the field we informed the States of this 
new sOurce for receiving help. In the series of institutes held by the 
Office of Personnel 19 persons from the extension staffs of 11 States received 
the training and qualified as instructors, The State attendance was confined 
largely to the States where the regional institutes were held. 


As indicated earlier, we did not attempt to give institute training 
ourselves. Usually the number in a State wanting such training at a particu- 
lar time made it more desirable for them to join with other agencies in an 
jnstitute scheduled by the Civil Service Commission or the Cffice of Personnel, 
However, an institute in JMT was conducted in New Jersey for 10 home demonstra-— 
tion agents in preparation for giving 10-hour courses to farm women. This was 
later followed by a special series of seven regional institutes conducted by 
C. Herman Welch, Jr., and Doris Anderson, from New Jersey. Twenty-two States 
sent 106 representatives to these institutes. An interest was developed, and 
enough persons trained to greatly expand Staite ha lets activities in better 
work methods’ on the farm and in the home, 


Special Applications 


One of the real contributions of these training courses is in the variety 
of uses that can be made of the principles that they teach. Several applica- 
tions have already been made and specific programs worked out, based on the 
training courses, 


Farm labor. As a:part of the program for a better utilization of farm. 
labor considerable emphasis: has been placed on training inexperienced farm .. . 
workers. A special card was developed by A. S. A. E. applying JIT to this 
purpose. Extension Service Circular 405 explains the need for this training 
and outlines a procedure to follow. A’ short manual on JIT has been prepared e 


ae aur has the same application to improving work methods on the farm as 
has” ew teaching, farm jobs, but as yet its application has been largely - 
rect. ‘Principles were taught in connection with a discussion of labor- 
ng. short cuts and at the labor-saving shows, JRT was also tried with 
a | groups to help them do a better job of hendling their various job rela- 
ons problems with farm labor. Parts taken from ell three of these courses 
being put together into 1-day meetings with farmers under the general 
of farm labor manegement. 


‘ae Fecsehold tasks. The application of JMT to simplifying household tasks 
as served from the start as a worth-while activity in supplementing what was 
ready going on in that phase of home management work. The shortage of help 
the desire of homemakers to do more outside the home, either in farm work 
other. war work, made this application particularly eee, Many of the 
ae) our courses given in JMT uave been directed toward helping home demonstra~ 
n Paeaeere prepare for meetings with farm women, 


Sub ject-matter demonstrations. "The purpose of a demonstration is to 
sent an improved practice in an interesting, convincing way so that people 
a appreciate its desirability and its practical application to their situa- 
1." This quotation was taken from “Demonstrations--A Teaching Tool (265-44)" 

repared by a committee of the Federal extension staff for Ue Ne. Rs Re Aw It. 
is an excellent example of how the JIT principles of "How To Get Ready To 
ns ruct” and "How To Instruct" can be applied to extension work, Specialists 
nd county agents have responded readily to the help they have received from 

IT courses. 


‘ Office arrangement and work methods. An application of JMT that is 

kead up readily by agents and supervisors is that of developing more efficient 
ah - methods by all members of an office staff. Programs along this line are 
eing expanded, and the four-step procedure brought out in JMT serves to tie 
interest down to something tangible, and makes it possible to leave people 

| & procedure that they can use on any office job. 


Pec raonnél problems. Many of the recent requests for assistance from the 
1b: s have come from the supervisory staffs for JRT. How to get and keep good 
lations with people you work with has always been something to which consid- 
rable thought and training has been given, A review of the foundations for 
goo relations, how to handle the everyday problems that come up, and practice 
hinking through specific cases together, are of value to all persons who 
work done through others." Nothing has been done yet to adapt the regu- 
T manual to extension work, except as it has been done personally by 


se ‘giving courses. ; 


Counseling. The procedure used in JRkT in handling problems of our own 
et training in how to help others think through their problems, 


n 
fit the group Calgers of een and Aeris ae involving 


(Federal Extension Service 713-44), 


Youth development, Usually in connection with training work 
thinking in terms of some specific use that a person can make of its 
thinking is often carried to the point where we overlook what it does 

individual, irrespective of how he uses it. That .would be perticula 
in its application to 4-H and older youth. ~ ‘lait Si: 


Several States have been developing projects in | Mimproved | Ww 
which are based on the JMT four-step procedure. 
duced into the national rural electrification ‘contest, 
as the 4-H Ch alge tae Project. a 


other purpose than that of equipping them to cope better with the situ 
of later life, 


The foregoing applications have been reviewed briefly “a show 
the things on which those taking the job training courses have been 
their emphasis, It further illustrates that the basic purpose of the 
courses is to improve a person's skill--whether that be in teaching a 
in finding a better way to do a job, or in hendling a ce with LP ( 
on a job, 
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